PART 11 DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17. 488
STATE OF HAWAI

M ni mum Qual i fi cation Specifications
for the Cl ass:

STUDENT TRANSPORTATI ON SERVI CES MANAGER
( STUDENT TRANSP SVCS MGR)

Prerequi site Know edge and Abilities Required:

Knowl edge of: Principles and practices of contract
adm ni stration; nmethods and techni ques of research, analysis
and probl em sol ving; managenment principles and practices as
they relate to program planning and eval uation, effective
organi zati on and budget preparati on and execution; and report
writing.

Ability to: Plan, organize, coordinate, direct and
eval uate the Student Transportation Program |earn, interpret,
expl ain and adm ni ster policies, rules, and regul ations
relating to student transportation services; devel op and
recommend changes in policies and procedures; devel op and
adm ni ster terns and conditions of student transportation
contracts; fornulate budget, staffing and other operating
requi renents; identify and solve problens |ogically and
systematically; analyze and evaluate information; conmunicate
effectively both orally and in witing; prepare clear and
conci se reports, correspondence and i nformational material;
establish and maintain effective working relationships with
departnmental personnel, private conpanies, State agencies, and
t he general public; and supervise and eval uate the work of
ot hers.

Basi ¢ Educati on/ Experi ence Requirenents:

Graduation froman accredited four (4) year college or
university with a bachel or’ s degree.

Excess work experience as descri bed under the Specialized
Experi ence, below, or any other responsible adm nistrative,
pr of essi onal or anal ytical work experience which provided
know edge, skills and abilities conparable to those acquired
in four (4) years of successful study while conpleting a
coll ege or university curriculumleading to a baccal aureate
degree nmay be substituted on a year-for-year basis. To be
acceptabl e, the experience nmust have been of such scope, |evel
and quality as to assure the possessi on of conparable
know edge, skills and abilities.
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The education or experience background nust al so
denonstrate the ability to wite clear and conprehensive
reports and ot her docunents; read and interpret conplex
witten material; and solve conpl ex problens |ogically and
systematically.

Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants must have had progressively
responsi bl e experience of the kind and quality described in
the statenents below and in the amunts shown bel ow, or any
equi val ent conbi nati on of training and experience.

Ceneral Experience: Two and one-half (2-1/2) years of
progressively responsi bl e professional work experience which
i nvol ved significant responsibility for perform ng and/or
participating in the managerial aspects of a program or
operation. Such experience nmust have involved recommendi ng
operating policies and procedures; participating in the
preparation of budget and expenditure plans; evaluating
program operations and recomendi ng i nprovenents; and
recomrendi ng allocation/utilization of resources to neet
progrant operati onal goals and objectives.

Speci al i zed Experience: Two (2) years of progressively
responsi bl e professional work experience in the devel opnent
and/ or adm nistration of contracts which significantly
i nvol ved one or a conbination of the foll ow ng:

1. Prepari ng proposals or formal requests for proposals
for contractual services, which involved the
application of contract terms and conditions.

2. Eval uati ng, devel opi ng, negotiating, or revising the
content of proposals and/or contracts.

3. Monitoring or evaluating the performance of
contracted parties to ensure conpliance with the
terns and conditions stipulated in the contracts.

Supervisory Aptitude: Applicants nust possess
supervisory aptitude. Supervisory aptitude is the
denonstration of aptitude or potential for the performance of
supervisory duties through successful conpletion of regular or
speci al assignnments which involve some supervisory
responsibilities or aspects; by serving as a group or team
| eader, or in simlar work in which opportunities for
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denonstrating supervisory capabilities exist; by the
conpletion of training courses in supervision acconpani ed by
application of supervisory skills in work assignnments; or by
favorabl e apprai sals by a supervisor indicating the possession
of supervisory potential.

Managerial Aptitude: Applicants nust possess manageri al
aptitude. Managerial aptitude will be considered to have been
met through successful performance of, or substanti al
participation in, organizing, scheduling, and coordinating a
group of activities in order to attain program objectives
within time, resource and budgetary limtations; interest in
managenent denonstrated by the performance of work assignnents
in a manner which clearly indicates awareness of problens and
the ability to solve them conpletion of educational or
training courses in the areas of managenent acconpani ed by the
application of principles, which were | earned, to work
assi gnnments; nmanagenent’s observation and eval uati on of the
applicant’s | eadership and managerial capabilities; success in
trial assignments to managerial and/or adm nistrative tasks.

Substitutions All owed:

Possession of a nmaster's degree in Business
Adm ni stration froman accredited coll ege of university may be
substituted for one (1) year of the General Experience.

Li cense Required:

Applicants nmust possess a valid State of Hawaii driver’s
i cense, Type 3.

Qual ity of Experience:

Possession of the required number of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nust have been
of such scope and | evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties
of the position for which he/she is being considered.

Sel ective Certification:

Speci alized know edge, skills and abilities nmay be
required to performthe duties of some positions. For such
positions, selective certification requirenents my be
established and certification may be restricted to eligibles
who possess the pertinent experience and/or training required
to performthe duties of the position.
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Agenci es requesting selective certification nust show the
connecti on between the kind of training and/ or experience on
whi ch they wish to base selective certification and the duties
of the position to be filled.

Tests:

Applicants may be required to qualify on an appropriate
exam nati on.

Physi cal and Medi cal Requirenments:

Applicants nust be physically able to perform
efficiently and effectively, the essential duties of the
position which typically require the ability to read w thout
strain printed material the size of typewitten characters,
gl asses permtted, and the ability to hear the conversati onal
voice, with or without a hearing aid, or the ability to
conpensate satisfactorily. Disabilities will not
automatically result in disqualification. Those applicants
who denonstrate that they are capable of perfornm ng the
essential functions of the position with or wi thout reasonable
accommodation will not be disqualified under this section.

Any condition which would cause applicants to be a hazard
to thenmsel ves or others is cause for disqualification.

Any di squalification under this section will be nade only
after a review of all pertinent information including the
results of the medical exam nation, and requires the approval
of the Director of Human Resources Devel opnent.

Ment al / Enpoti onal Requirenments:

Al'l applicants nust possess enotional and nental
stability appropriate to the job duties and responsibilities
and wor ki ng conditions.

This is the first mninmum qualification specification for
the new cl ass STUDENT TRANSPORTATI ON SERVI CES MANAGER ( STUDENT
TRANSP SVCS MGR), which replaces the specification for the
cl ass Student Transportation Services Manager, 17.490, which
was approved on March 10, 2000.
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DATE APPROVED: June 7, 2000

M KE McCARTNEY
Director of Human Resources Devel opnent



